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1.0 Scopeand Application

This SOP, which will remain adraft until RTI’ s freezer and refrigeration facility is built, describes
the procedures to be used in the archiving of samples (Teflon and quartz filters and extracts of
nylon filters) collected under EPA’ s |aboratory support contract for Chemica Speciation of
PM, 5 Filter Samples. All mention of a database in this SOP refersto RTI’ s Speciation Program
Information Management System (SPIMS).

2.0

3.0

Archiving Conditions

21

2.2

2.3

Quartz Filters

Quartz filterswill be archived for up to 5.5 years in petri-dide holders, sorted by location
into petri-dide trays, and sorted by sampling date within atray. Full trays of quartz filters
will be placed in heavy-duty plastic zippered bags and placed in plagtic binsin a freezer
maintained at or below -15°C. Individud filterswill be located by Archive Bin ID,

Tray 1D, and Aliquot ID.

Teflon Filters

Teflon filterswill be archived for up to 5.5 years in petri-dide holders, sorted by location
into petri-dide trays, and sorted by sampling date within atray. Full trays of Teflon filters
will be placed in heavy-duty plastic zippered bags and placed in plagtic binsin arefrigerator
or cold room maintained a or below 4°C (but not below freezing). Individud filterswill be
located by Archive Bin ID, Tray 1D, and Aliquot ID.

Filter Extracts

Filter extracts (nylon or teflon) will be archived for 6 monthsin extraction vids, grouped in
lab batches, which will be placed in heavy-duty plastic zippered bagsin plagtic binsin a
refrigerator or cold room maintained at or below 4°C (but not below freezing). Individud
extracts will be located by Archive Bin ID, Batch ID, and Aliquot ID.

Procedurefor Archiving Quartz and Teflon Filters

31

Print Labelsfor Archiving

Labdsfor individua samples (Section 2.1.1) are printed on demand at the beginning of the
archiving process, labds for trays and bins (Sections 2.1.2 and 2.1.3) can be printed in
batches in advance and used as needed.

3.1.1 Filter Sample Labels Print in human-readable form on a1.875" x 0.75" label for
each filter sample containing (a a minimum) the following informetion:

Location ID of the sampler,
Sampling Date of the sample, and

NOTE: This Archiving SOP will remain adraft until RTI’s archiving facility is completed.
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Aliquot ID of thefilter.

Tray Labels. Print in human-readable and bar code form a series of unique Tray 1D
numberson 1.875" x 0.75" (or larger) labels.

Archive Bin Labds Print in human-readable and bar code form a series of unique
Archive Bin ID numberson 1.875” x 0.75” (or larger) labels.

Sampling Location Labels: Print, in human-readable and bar code, form one or
more labels for the Location ID of each sampler (and other location information as
gpace on the label dlows).

3.2 Sort Filtersby Location 1D and by Scheduled Sampling Date

321

3.2.2

323

324

Scan (into atext file or a database gpplication) the Aliquot 1D bar code on each
petri-dide holder in alab batch of filtersto be archived.

Print (via a database software gpplication) labels (in the order the aliquot ID's were
scanned) for dl of thefiltersin the lab batch.

Affix each |labd (printed in the same order as the petri-dide holders in the batch) to
the appropriate petri-dide holder by visudly verifying that the Aliquot 1D on the
label matches the Aliquot ID on the petri-dide holder.

Manudly sort the filters by Location 1D and then by date (both in human-readable
form per Section 2.1.1).

3.3 FileFiltersin Petri dide Trays by L ocation ID and Scheduled Sampling Date

331

PlaceaTray ID label and aLocation ID label on a petri-dide tray for each
Location ID for which filters are to be archived.

3.3.1.1 Eachtray will have aunique Tray 1D and will be used to archivefilters
from only one Location ID.

3.3.1.2 Morethan onetray will berequired to archive dl of thefiltersfrom a
sngle Location ID.

3.3.1.3 After aninitid group of filters has been sorted and archived, Tray ID and
Loceation ID labelswill be placed on new trays asthe origind trays are
filled and moved to Archive Bins or as new Location ID’ s are added.

3.4 LogFull Traysof Filtersinto Archive Bins

34.1

34.2

When atray has been filled with filters from agiven Location ID, log the tray into
the Archive Bin set asde for or dready containing filters from that Location ID.

Tray ID’s are associated with Archive Bin ID’ s astrays arefilled at the end of the
sorting process.

NOTE: This Archiving SOP will remain adraft until RTI’s archiving facility is completed.
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34.1.1 All of thetraysfor aLocation ID will be grouped in one or more Archive
Bins

3.4.1.2 AnArchive Bin may contain trays of filters from more than one Location
ID.

Filterswill remain in traysin archive bins until they are either logged out
(individudly) and returned to the requesting State or turned over (en masse) to
EPA's sample custodian at the end of the contract.

4.0 Procedurefor Archiving Filter Extracts

4.1 Print Labelsfor Archiving

4.2

4.3

Labdsfor individuad samples are dready on the vids as received from the |aboratory; labels
for tube trays and bins (Sections 3.1.1 and 3.1.2) can be printed in batches in advance and
used as needed.

41.1

4.1.2

Tube Tray Labds. Print in human-readable and bar code form a series of unique
Tray ID numberson 1.875" x 0.75" (or larger) labels.

Archive Bin Labdls. Print in human-readable and bar code form a series of unique
Archive Bin ID numberson 1.875” x 0.75” (or larger) labels.

Log Extractsinto Tube Tray by Aliquot ID

4.2.1
4.2.2

PlaceaTray ID labd on atube tray in which extracts are to be archived.

Log each extract into the tube tray by associating the Aliquot 1D of the extract with
the Tube Tray ID.

Log Full Tube Trays of Extractsinto Archive Bins

43.1

4.3.2

433

When atray has been filled with extracts, log the tube tray into an archive bin by
associating the Tube Tray ID with the Archive Bin ID.

Tube Tray ID’s are associated with Archive Bin ID’ s as tube trays are filled with
extracts.

Extracts will remain in tube trays in archive bins until they are ether logged out
(individualy) and returned to the requesting State or discarded at the end of the
6-month archiving period.

5.0 Procedurefor Removing Samplesfrom Archiving
| dentify Samples

5.1

511

Search the database to identify the Aliquot 1D’ s of the filters or extracts to be
found.

NOTE: This Archiving SOP will remain adraft until RTI’s archiving facility is completed.
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5.1.2 Extract from the database the Archive Bin ID, Tray ID, Location 1D, sampling date
and any other useful information for each aiquot to be found.

5.2 Locate Samples

5.2.1 Locate the archive bin containing one or more of the samples.

5.2.2 Within the archive bin, locate the tray containing one or more of the samples.

5.2.3 Within thetray, locate and remove the individua samples to be removed.
5.3 LogOut Samples
5.3.1 Veify each sample by scanning the Aliquot 1D bar code.

5.3.2 Comparethe Location ID, sampling date, and any other useful information with the
information expected from Section 4.1.2.

5.3.3 Changethe gtatus of the sample in the database from Archived to Returned or
Destroyed, as appropriate.

5.4 Exceptions

5.4.1 Extractsareto be destroyed at the end of a 6-month archiving period.

5411

54.1.2

54.13

54.1.4

54.15

Search the database for Tube Tray 1D’ sthat contain no extracts less than
6-months old.

Locate dl tube trays (as in Section 4.2) that meet the criteriain
Section 4.4.1.1.

Identify and pull from the tube trays any extracts that are to be returned
to aState.

Change the gtatus of the pulled samples in the database from Archived to
Returned, and ship the samples to the appropriate addresses.

Change the gtatus of dl remaining samples in the tube trays from Archived
to Destroyed.

5.4.2 Changethe gtatus of dl remaining samples at the end of the contract from Archived
to Returned when they are transferred to EPA’ s designated sample custodian.

NOTE: This Archiving SOP will remain adraft until RTI’s archiving facility is completed.



